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1. O01mue MoJI0sKeHu s

1.1. Hacrosimee mnonioxkeHue o pabOTE C AJNEKTPOHHOW IMOYTOM B CHUCTEME SJIEKTPOHHOTO
JOKYMEHTOO0OpOTa  MYHUIIMIAIBHOTO  OFO/PKETHOTO  JIOMIKOJBHOTO  00pa3oBaTeIbHOTO
yupexnenuss nerckuii cag Ne 80 (mamee - IlomoskeHue) pa3paboTaHo ¢ ydeToM TpeOOBaHUI
@®enepasnibHoro 3akoHa or 27 wurons 2006 r. Ne 152-@3 «O mnepcoHaNbHBIX JaHHBIX»,
®enepanpHoro 3akoHa ot 27 wutona 2006 r. Ne 149 «O6 wmnbopmaruu, uHOOPMAITMOHHBIX
TEXHOJIOTHSX U O 3alIKUTe HH(POpMALMKY», a TAKXKE C LEIbI0 BHEIPEHUSI OPraHU3allMOHHONW OCHOBBI
3¢ (peKTUBHOrO  NMpPUMEHEHHsS  JJIEKTPOHHOM  MOYTHl  JUIsl  OCYyIIECTBIEHHS  oOMeHa
KOPpPECHOHICHIIUEN MeXIy 00pa30oBaTelIbHBIMH YUPEKACHUSAMHU, BBIIICCTOALIIMMU OpraHaMu
oOpa3oBaHus (Hanee - yupexIeHUsIMA 00pa30BaHusl) U IPOUYUMH OpPraHU3aALUSIMHU.

1.2. TTonoxxeHue onpeaensieT OCHOBHBIC YCIOBHSI, MOPSIOK U MPUHITUIIBI OpraHU3auu paboTsl ¢
QJICKTPOHHON MMOYTOM, OOMEHa HH(OPMAIMECH 1O IIEKTPOHHOW IOYTEe, MOPSAIOK IOITOTOBKH,
ydera v 00paIeHus JOKYMEHTOB, TIePeIaBaeMBbIX 110 SJICKTPOHHOM MOYTE B CHCTEME 00pa3oBaHus
ropoaa Teepu.

1.3. ITonoxxenue npeanaznadeno ais pabotaukoB MBJIOY Ne 80, cBsi3aHHBIX C MMOJyYeHUEM U
OTNPABKOW KOPPECTIOHJEHIINH B 3JIEKTPOHHOM BHJIE TI0 POy CBOEH J1€ATEIHHOCTH.

2. leap n Ha3HAYEHHE IJIeKTPOHHOM MOYTHI

2.1. Llenbto NpUMEHEHUs SJIEKTPOHHOM MOYTHI JUisi OOMEHa KOPPECHOHJEHUUEH SBIETCS
MOBBIIIIEHUE ONIEPATHBHOCTH BHY TPUBEIOMCTBEHHOTO H MEKBEIOMCTBEHHOTO HH()OPMAIIHOHHOTO
B3aUMOJICHCTBUSA YUPESKICHUN 0Opa3oBaHUS 3a CYET COKpAIICHUS BPEMEHHU JOCTaBKU
KOPPECIIOH/ICHIIMM ¥ YMEHbILIEHHSI 3aTpaT BPEMEHH IPH MOATOTOBKE U 00paboTKe MHPOPMALIUH.
2.2. OOMeH (oTHpaBKa U MPUEM) AIEKTPOHHON KOPPECTIOHACHIIMEH TPOM3BOIUTCS B BUJIE «ITHCEM
C BJIOJKEHHEM (ailyioBy.

2.3.TpeboBanusi Hactosuiero IlojoxeHus He pPacHpOCTPaHSIOTCS Ha OPraHU3aLUI0 OOMEHa
JOKYMEHTaMH M JIaHHBIMH JUISL CIIy’)KEOHOTO II0JIb30BaHMsI, JJS KOTOPBIX YCTaHOBJIEH
COOCTBEHHBIN perIaMeHT OOMeHa.

3. Opranu3anuoHHoe odecreyeHue IeKTPOHHOI MOYThI

3.1. OpranuzammonHoe obecrieueHre padOTHl ANEKTPOHHOW IOYTHI B CHCTEME JJIEKTPOHHOTO
nokymeHtoooopora MB/IOY Ne 80 ocyiiecTBIsIIOT COTPYIHHMK, OTBETCTBEHHBIH 3a BelleHHE
JIEJIONPOU3BO/ICTBA.

3.2. OTBETCTBEHHBIH, 32 pabOTy PIEKTPOHHON MOYTHI HAa3HAYAETCS MPUKA30M 3aBEIyIOIEro u3
qucila COTPYAHUKOB YUPEXKACHHUS.

3.3. OTBETCTBEHHBII 32 paObOTY AIMEKTPOHHOM ITOYTHI PYKOBOJICTBYETCS HacTosmuM [lonmoxernem
u [on0XeHNsIMHU U JOTKHOCTHBIMU 00513aHHOCTSIMU, YTBEpKIeHHbIMU 3aBenytorum MB/IOY Ne
80.

3.4. MBJAOY Ne 80 opranuszyer oauH OQUIIMATBHBIA DJICKTPOHHBIM ITOYTOBBIN SIIIUK
ds80@detsad.tver.ru mist oomMeHa ouIHaTBHON KOPPECTIOHICHITNEH, TOISKAILEH PEruCTpalny.
3.5. OmepatuBHyl0 paboTy IO OTHpaBKe U MpUeMy O(QUIHATIBLHONW KOPPECTIOHIEHIINH,
3apEeruCTPUPOBAHHON WM MOAJIEKAIEH PEerucTpaly, BBITOJIHSIET OTBETCTBEHHBIN 3a paboTy
JIEKTPOHHOI'O TOYTOBOTO SLIUKA YUPEKICHUS.

3.6. OTnpaBka W IpUEM MHCEM IOBCEAHEBHOIO XapakTepa OCYILECTBIISAETCS COTPYIHUKAMU
YUPEXKIEHUS CO CBOMX MIEKTPOHHBIX ITIOYTOBBIX SIUKOB.



3.7. J1ns1 momy4deHust BO3MOXXHOCTH PabOTHI € 3JIEKTPOHHOM MOYTON MEeIarornaeckKiuM pabOTHUKAM
JOY HeobxoauMo 0oOpaTHThCS 3a pa3pellieHHeM K JIMIy, OTBETCTBEHHOMY 3a OpraHH3alHIo
paboThI C IEKTPOHHOI MOYTOM.

3.8. OTBETCTBEHHBIN 32 MOJTYYCHHUE JIEKTPOHHOMN MOUYTHI TOJDKEH MPOBEPATh KOPPECTIOHICHITHIO
He pexe 4 pa3 B pabouee Bpems — He mospHee 9.30, 12.00, 14.30, 17.00 wacoB u mo mepe
HEOOXOIMMOCTH.

4. TlopsaIoOK MOATOTOBKH, y4eTa H 00pallleHusi JOKYMEHTOB, Nepe1aBaeMbIX 10 3J1eKTPOHHOM
noyre.

4.1. J1oMKHOCTHOE JIMLIO, IOAINMKCHIBAIOIIEE JOKYMEHT, IIaHUPYEMbIH K OTIpPaBKE 110
AJIEKTPOHHOM 1OYTE, TEM CaMbIM T'apaHTUPYET OTCYTCTBHE B HEM CBEJEHUMH, KOTOPHIE HE MOTYT
[epe1aBaThCsl B OTKPHITOM BUJIE 110 KaHAIaM CBS3H.

4.2. JIOKyMEHTBI, OTIIPaBJIEMbIE IO JJIEKTPOHHOW IOYTE, JIOJKHBI COOTBETCTBOBATh
TpeOOBaHUAM, NTPEIBABIAEMBIM K 0(POPMIIEHHUIO OPHUIIMATBHBIX JOKYMEHTOB.

4.3. Hcxonsamue o¢puiuaibHble JTOKYMEHTBI, KOTOpbIE PErHCTPUPYIOTCS B COOTBETCTBUHU C
YTBEP)KJICHHBIMH IIPaBUJIAMU JEJIONPOU3BOICTBA, JOJDKHBI OTHPABIATbCA Ha O(UIIMATBHBIN
3JIEKTPOHHBIN IOYTOBBIN AIMIMK YUPEKIACHHUS.

4.4. TlepenaBaeMble C IIOMOUIBIO SJIEKTPOHHOM MOYTHI O(UITHAIEHBIC TOKYMEHTHI JI0JKHBI IMETh
UCXOAIINN PETUCTPALMOHHBIN HOMED.

4.5. OTBETCTBEHHBI 3a D3JIEKTPOHHYIO IIOYTYy B 0Opa30BaTEIbHOM YUPEKICHUH JIOJKEH
OCYIIECTBIIATH!

- IPMEM B YCTaHOBJIEHHOE BpeMsl O(HUIMAIbHON KOPPECTIOHACHIIMH U NIepeaady aJpecary CBOEro
YUpEXKIEHUS,

- B Cllyyae HEBO3MOXXHOCTU MPOYTEHHUS HJIEKTPOHHOTO COOOIICHUs YBEIOMISET 00 3TOM
OTIIPaBUTES,

- OTIPaBKY B OTOBOPEHHBIE CPOKHM ajipecaTy Oo(UIIMaIbHOW KOPPECHOHACHIINH, 0(pOPMIICHHOM B
COOTBETCTBUU C TPEOOBAHUSAMU, NPEIbSIBISIEMBIMU K OPOPMIIEHHIO O(UIIUAIBHBIX JOKYMEHTOB,
- KOHTPOJIb JJOCTaBKH KOPPECTIOHIEHIUH C UCTI0Ib30BAaHUEM MEXaHMU3Ma YBEJIOMIICHHSI TIOYTOBBIX
KIIMEHTCKUX MPOTpamMM U IIPEI0OCTaBIEHUE UCTIOTHUTEIIO IOKYMEHTa HE00X0AUMOM HH(pOopMaluu
0 JIOCTaBKE KOPPECTIOHACHIINH,

- IPOBEPKY BXOJSAIIEH KOPPECIIOHIEHIIMN U ITMCEM HA HAJIM4HUE BUPYCOB,

- yJlaJleHue HeaKTyaJbHON KOPPECHIOHACHIIMU BO M30eXKaHNe NEepEenOoIHEHHs TIOYTOBOTO SIIHKA.
4.6. 3anpemaeTcs UCIOJIB30BaTh 3JIEKTPOHHBIM MOUYTOBBIM SIIMK YUPEKACHUN IS PACCHUIKU
peKJIaMHBIX COOOIEHHH (craMa), COOOIIEHHH TPOTUBO3aKOHHOTO MIIM HEATUYHOTO CO/IEPKAHMUSL.
[Tpu nosyyeHuu criama OTBETCTBEHHOE JIMIIO 00513aHO Cpa3y yAaATh €0, HE OTKPhIBasl BIOKEHUN
1 OJIOKUPOBATh JAHHBIX OTIPABUTENCH.

4.7. TlpuHATbIE U OTMpPABJICHHbIE DJIEKTPOHHBIE COOOIIEHMS] COXPAHSIOTCA Ha KECTKOM JHUCKE
KOMITBIOTEPA B COOTBETCTBYIOIINX apXUBHBIX MamKax.

5. 3akaunTeIbHbIE MOJI0KEHUS
WN3menenuss B Hacrosulee [lonokeHne MOryT BHOCHTCSI B COOTBETCTBUU C JI€HCTBYIOIIUM
3aKOHO/ATENbCTBOM U ycTaBoM JJOY.



